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Learner training part 2 
 
In additional to logging evidence, dealing with evidence returned by you assessor and checking you 
your progress, you may have to do some or all of the following: 
 
 
1. Add activity log and upload OTJ training hours with evidence of completion 
2. Using the Diary for reflective accounts 
3. Convert a diary entry into evidence 
4. Read and complete action/assessment plans and upload evidence against it 
5. Contribute to a progress review 
6. Acknowledge unit sign off 
7. Complete Progression Trackers 

 
1. Add activity log and upload OTJ training hours with evidence of completion 

In the Activity Log area you are able to record specific items as specified by the drop down selection 

in the category index for your e-portfolio.   

 

Below is a list of some of the options you might find.  
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You are able to create a new log any time you like by populating the Add new log area.  Within this 
area you can describe any actity completed by you: 

 

 
 
You can add Off the job training hours (if applicable) which will be confirmed by your assessor (that 
box is automatically populated) and you can also ask you line manager to confirm the hours too, if 
your line manager is using VQManager. 
 

 
 
You or you assessor can also populate the Guided Learning Hours section (if applicable)  
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You can upload any number of documents to the activity log too. 
 

 
 

Once saved you can vie or edit any of the Activity Logs in the Previous logs section.    
 

 
 
If you add or make any amendments to an existing log, your assessor will receive a notification to 
this effect. 
 
If your assessor adds or amends an existing review, you will also receive a notification to this effect. 
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2. Using the Diary for reflective accounts  
 
For the New Apprenticeship Standards, learners may need to be able to make entries into a diary, 
similar to the Activity Log to record reflective accounts.  
 
Learner diary tab 
This tab is to allow you to add tasks and activities you complete over a period of time.  It functions in 
a similar way to the Activity Log and you can Keep a reflective account/diary of any activities and 
upload OTJ training hours with evidence of completion 

 

 
 
Entries are displayed in a table, and can be opened up to view the content and edited if required.  

  
As with the Activity Log, beneath the table there is an Add new diary entry form. This includes fields 
for a summary title, start date, end date, description of the activity and your reflective account. Both 
GLH (both on and off the job), and Off the Job Training can be recorded here and you can upload 
files to this log entry if this is applicable to you.  These areas will not be visible if they are not. 
The end date defaults to the same as the start date, but is fully editable by you so that the diary 
entry can cover a period of time. Dates are selected from the usual calendar display. 
Note that the Reflective Account section can only be edited by you, and the Assessor Comments 
section can only be edited by your assessor. The rest of the diary record can be edited by either user. 
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When the entry is completed, there are the usual options to save or cancel but you can also elect to 
save and create evidence.  
 

3. Convert a diary entry into evidence 
Clicking this option will save the diary entry, and take you to the Log evidence screen.  
 
Some of the information from the diary entry will be pre-completed in the evidence form as follows: 

 Diary summary title = Summary evidence description 

 Activity / Description = Description of evidence 

 Reflective account = Learner comments 

 Files uploaded to the diary entry will also copy across into the evidence. 
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The evidence log is fully editable in the normal way, and with the usual options to save.  
 

4. Read and complete action/assessment plans and upload evidence against it 
 
You may be required to confirm that you agree to an assessment plan which has been created for 
you by your assessor. If this is the case, the assessment plan will appear on your To do tab on your 
homepage, with a link next to it ‘Confirm this assessment plan’. In the column listing the date you 
confirm this plan, the word ‘Requested’ will appear. Select Confirm this assessment plan  
 

 
 

The plan opens and you will be able to read the content and instructions.  You will also be able to 
open any files which have been sent along with the plan. 
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Scroll down and tick the Learner confirmation box and don’t forget to Save 

 
 
The notification on your To do tab will now disappear but you will be able to see it in two places; 
 

1. In your Assessment plan tab 
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2. On the log evidence page, scroll down to the Criteria met section, select the View plan link. 

 
 
You can also identify the criteria the plan was designed to meet by ticking the plan name – turning 
on a lamp 
 

 
 
The qualification tree will open up and highlight in another colour the criteria the plan activities 
should meet. 
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5. Contribute to a progress review 
You may be asked to review and add comments to a progress review your assessor has created in 

VQManager. 

You will receive a notification with a link on your To Do tab.  

 

 
 
Follow the View/confirm link and a pop up will open: 

 
Tick the box to co0nfirm the review and in the Learner comments box add your comments. 
 
The reviews have a full audit trail at the bottom.  Don’t forget to select the Save confirmation and 
comments button at the bottom 
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All previous reviews can be viewed in a table at the top of the page 
 

 
 
If you open a completed review the current qualification progress appears along with the Off the job 
hours and also the date the review was saved. 
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6. Acknowledge unit sign off 
 
You may be asked to acknowledge a unit sign off and add your own comments.  If so the notification 
will appear in your To do tab. 
 

 
 Follow the Confirm this unit link and scroll to the bottom of the pop-up.  Read your assessors 
comments and tick the box and add your own comments. 
 

 
 
Don’t forget to Save. 
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7. Complete Progression Trackers 
 

You may be required to compete a Progression Tracker (PT) by your assessor.  The Progression 
tracker is located in the Reports area: 

 
Before an assessor has begun the initial evaluation, you will see a message to let you know the 
assessor has yet to select a qual and start the process. 

 
You will get a notification on your To Do  

 
 
 
The Progression Tracker will have a due date and this will normally be within a week or two of your 
assessor initiating the evaluation. Your notification will show red if the ‘due date’ has passed.  
You cannot see your assessor’s or employer’s evaluation until all have been completed and saved.  
Select Evaluate and you will be taken to the PT to complete.   
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Select the open all for the qualification to open up. All the units which have been assigned to you 
will display.   

 
 
There is a select all quick tick box (see image below) at both unit level and also at leaning outcome 
level, which when selected populates all the criteria in that unit with the selected value of your 
choice.   The quick tick used below was the number 1 

 Quick tick box  

 
You can also assign a value for individual criteria if you wish.  Doing this, allows you to select a 
different value for each criterion whereas the quick tick marks the same number at unit or learning 
outcome level. 
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Each criterion can only have one option selected. 
 

 
The evaluation is complete when every criterion has a value assigned. Clicking ‘save’ that this point 
will open a dialogue box, offering two options. 
Select Cancel in the dialogue box if you wish to save the evaluation and come back and finish it later. 
Select OK if you have finished the evaluation completely. 
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(Selecting Cancel in the bottom right instead of Save will exit the evaluation without saving 
changes.) 
When you have completed your evaluation, it shows like this:  

 
Until all parties have completed their evaluation, the graph and the download matrix buttons will 
have no data to show.  Selecting the view button will only show your own evaluation only, in a read 
only view. 
 
When all evaluations are completed, the previous view link will change to view all, and the new view 
will show each user’s rating against each criterion, side by side. These are colour-coded for clarity. 
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Viewing a graph of Progression tracker 
The results of the evaluations are available in a graph format.  
The first graph shows the average score per evaluation, with a different coloured line for learner, 
assessor and line manager, matching the colours above in the summary view of the evaluation. 
The date used for an evaluation in these reports is the date the assessor started the evaluation.  
 

 
 
By clicking on the individual data points in the graph, it is possible to drill down and see the results of 
a single evaluation as a graph, again with separate coloured lines for learner, assessor and line 
manager: 
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Selecting the Download matrix button, an Excel spreadsheet will download revealing the scores for 
all users and all evaluations for you.  This matrix also includes the average score for each criterion. 
 

 
 
 


